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SAM—TRANSPORTATION MANAGEMENT
GENERAL POLICY 3800
(Revised 03/07)
Government Code Sections 14920 through 14922 define the purposes and duties of Transportation Management.
These Government Code Sections give the Department of General Services (DGS) the authority to set and enforce

statewide traffic management policy and regulations. All State agencies must follow these policies and regulations.

TERMS AND DEFINITIONS 3801
Revised 03/07)

CCR. California Code of Regulations.

Commercial Carrier. A shipping company that transports freight for profit.
Consignee. The person or party who accepts a shipment or delivery.
Consignor. The person or party who tenders a shipment for delivery.

Delivered Cost. The total cost of a shipment, including transportation and additional services such as packing,
crating, pickup or delivery at other than the loading docks; and rail car loading and/or unloading costs.

Demurrage. When a truck, rail car, vessel, etc., must wait beyond the time agreed upon, as in loading and unloading
delays.

Exempt Carrier. A transportation company that does not have to adhere to various regulations of the California
Public Utilities Commission, Interstate Commerce Commission.

Express Shipments. Shipments that promise to deliver sooner than standard shipments of its mode.
F.O.B. (Free On Board). This term identifies the location where title to merchandise changes from seller to buyer.

Freight Vehicle. Any State-owned, leased, or rented motorized vehicle, one-half ton or larger, in which at least ten
percent of its regular use is for the transportation of materials, supplies, or equipment with the following exclusions:

1. Vehicles used to transport materials entirely within a State institution, school, or facility.

2. Off-road vehicles.

3. Specialized vehicles adapted to carry tools, repair or maintenance parts, or special equipment.

4. Materials handling equipment.

Joint Inventory. An inspection of freight with both the consignee and the delivering driver present.

Linehaul. Intercity move in excess of fifty miles.

Mode. The type of transportation. This could be air, truck, rail, water, or a combination of these.

Proprietary Transportation. The transportation of State-owned, leased, or bailed property by State-owned, leased, or
rented motor vehicles. Exclusions to this definition are limited to inter/intra-agency mail service and delivery of

materials associated with emergencies involving public health or safety.

(Continued)
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(Continued)
TERMS AND DEFINITIONS 3801 (Cont. 1)
(Revised 03/07)

PUC. The California Public Utilities Commission.

Prevailing Wages. The rate paid to a majority of people engaged in a particular craft, classification, or type of work
within a geographic area. If there is no single rate paid to a majority of the workers, then it is the common rate
being paid to the greatest number of workers.

Released Valuation. Establishing the value of a shipment for purposes of insurance or liability at less than the full
market value of the freight.

Split Delivery Shipment. (As defined by PUC tariff.) A shipment consisting of two or more component parts
delivered to: (a) one consignee at more than one point of destination; or (b) more than one consignee at one or more
points of destination, the composite shipment weighing (or transportation charges computed upon a weight of) not
less than 5,000 pounds, said shipment being shipped by one consignor at one point of origin.

Split Pickup Shipment. (As defined by PUC tariff.) A shipment consisting of two or more component parts picked
up by a carrier within a period of two calendar days from one consignor at more than one point of origin, the

composite shipment weighing (or transportation charges computed upon a weight of) not less than 5,000 pounds,
said shipment being consigned and delivered to one consignee at one point of destination.

State Freight. Any shipment whose cost is borne by the State. Generally this is State-owned freight starting at a
State facility such as a warehouse. It can also be freight shipped by vendors under a purchase which specifies
“Freight Collect”, “Freight Prepaid and Add”, or “Third Party Billing”

Tariff. Published regulations and rates that bind freight companies operating as commercial carriers.

Tender. To present for acceptance or refusal.

Valuation Charges. The charges to provide insurance for the value of the goods during shipment.

TRANSPORTATION MANAGEMENT RESPONSIBILITY 3802
(Revised 03/07)

The DGS Transportation Management Unit is a central service agency for freight transportation and traffic
management. This Unit provides:

1. Specialized consideration of all traffic problems of the State.
2. Information about rates, tariffs, and traffic problems so that all State shipments are:
a. Timely, low-cost, and efficient.

b. Provided by carriers whose drivers and supporting personnel are either under current collective bargaining
agreements or are working under prevailing wages, standards, and conditions.

3. State representation before administrative rate setting bodies.

4. Additional information is available to all State agencies at www.pd.dgs.ca.gov/traffic/default.htm .
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POLICY ON ROUTING OF STATE FREIGHT 3803
(Revised 03/07)

You must ensure that your routing of State freight is handled objectively and economically. In keeping with
Government Code Section 14920, you must adhere to the following policies.

General Policy Statement. The mode and carrier you select must be able to reliably and safely transport the freight
within your required time frame, and at the lowest delivered cost. You must know the carrier's liability under
applicable freight tariffs for full or released valuation. You must also consider the efficient use of the nation's
transportation resources, especially fuel consumption.

Legal Requirements. You can only select a carrier that has the proper operating authority and complies with all
regulatory requirements. The carrier must;

1. Have the proper operating authority with the necessary regulatory agency. The carrier is only allowed to serve
those areas authorized in its operating authority.

2. Have published or be served with the proper tariffs for the goods to be transported and points to be served.

3. Have the necessary insurance required by government agencies. Upon request, the carrier must provide,
through its insurance broker, active certificates of insurance.

4. Agree to perform the transportation at the lowest lawful rates.

Service Requirements. In evaluating a carrier consider satisfactory service as a key consideration. You must be
able to establish that the carrier can transport the State freight not only the first time, but also on a continuing basis.
This means the carrier must be able to deliver the entire shipment to the place it is needed, when it is needed, and in
usable condition. Find out if the carrier has suitable equipment available. Also consider the carrier's record of
performance.

Use the following essential factors when you evaluate a carrier's service standards:

1. Carrier always picks up and delivers on schedule.

2. Carrier's equipment is always clean, safe, weatherproof, and able to meet the needs of the State.
3. Carrier can furnish adequate equipment and drivers when needed.

4. Carrier's drivers are clean, sober, and sufficiently experienced.

5. Carrier's drivers and supporting employees must be paid the industry's prevailing wage rates.

6. Carrier's terminal facilities must be suitable.

7. Carrier must have adequate experience in the transportation field in serving accounts with requirements similar
to those of State shippers. If a carrier has fewer than two years operating experience transporting the same type
of freight, you must get evidence of the carrier's satisfactory service to other accounts transporting goods similar
to the type and volume normally required by your agency.

8. Carrier must demonstrate the ability to properly and accurately rate and bill the shipments according to the right
tariffs.

(Continued)
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(Continued)
POLICY ON ROUTING OF STATE FREIGHT 3803 (Cont. 1)
(Revised 3/07)

9. Carrier must have experienced minimal loss, damage, or theft of shipments.
10. Carrier must display the ability to promptly and fairly handle claims for freight loss and damage.
11. Carrier's response to overcharge claims must be fair and prompt.

Delivered Cost. When two or more carriers or modes can equally meet the above service requirements, you must
select the carrier providing the lowest total delivered cost.

Equitable Distribution. It is the State's policy to encourage participation by various business enterprises in all areas
of State procurements, including transportation services. Follow the guidance of the State Contracting Manual for
goals, preferences and incentives.

Unsatisfactory Carrier Service. If you can't satisfactorily resolve problems caused by a carrier's failure to meet the
State's service requirements, you should report the problem in writing to the DGS Transportation Management Unit.
The DGS Transportation Management Unit may recommend punitive action against the carrier after a careful review
of all the facts.

CENTRALIZED SERVICES 3804
(Revised 03/07)

The DGS Transportation Management Unit performs the following for you:

1. Master Tariff File. Maintains a master file of freight tariffs, special rate quotes, and related publications.

2. Freight Bills. Analyzes and audits all freight, storage, and service bills prior to payment (subject to designated
exceptions). The Unit checks to see if the charges are warranted, if they are for the right amount, and are
appropriate for the services and tariffs. The Unit will contact shipping/ordering agencies that have been
identified as utilizing improper or costly shipping/ordering practices. These companies will be advised of
improvement needed in their future shipments. See SAM Sections 3850 through 3853.

3. Freight Claims. Evaluates, prepares, files, and negotiates to final settlement all of your claims over $200 for
loss and damage to property while in transit by carriers or while in storage in public utility warehouses, where
responsibility for filing the claim rests with the State. See SAM Sections 3861 through 3869.

4. Rate Negotiations. Represents the State in negotiations with carriers, public utility warehouses, other service
firms, and their rate-making committees. The Unit negotiates for proper classifications, rates, charges, and rules
and regulations applicable for freight transportation, storage, and incidental services. These negotiations are
subject to designated exceptions that permit direct negotiations by agencies with carriers for rates on specific
freight shipments or traffic where no fixed tariff rates apply. See SAM Sections 1233 and 3885.

5. Regulatory Matters. Represents State government in proceedings before State and federal regulatory bodies
involving rate, tariff, and traffic matters covering freight transportation, storage, and incidental services.
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ASSISTANCE TO AGENCIES 3805
(Revised 03/07)

You may request any of the following services from the DGS Transportation Management Unit:

1. Buying Supplies. The Unit can give you data and advice to help you develop transportation terms and
conditions to be used in invitations to bid and contracts for supplies. The Unit can also give you transportation
cost data to help you evaluate bids.

2. Shipment and Movement of Freight. Upon request, the Unit will:

a. Furnish you with data and advice about rates, routings, commodity classifications, tariff descriptions,
packing requirements, methods of obtaining consolidations, stop-in-transit and split delivery provisions,
billing requirements, and other technical data and advice needed to ensure economical shipment of freight.

b. Advise and assist you to plan the distribution of special traffic. Also they will help you with unusual or
emergency movements requiring advance arrangements. The Unit will help you with both the services and
tariffs for these special or unusual needs.

c. Help expedite shipments, trace and recover strayed and delayed shipments, and divert and reconsign
shipments.

3. Contracts. The Unit will negotiate, give advice, or review your contracts for freight transportation and
incidental services. However, the Unit will not execute your contract for you. The Unit will perform a traffic
review of all your service agreements submitted to DGS for approval that involve or contain a reference to any
type of transportation service or storage in a public utility warehouse.

4. General. The Unit can give you other technical traffic and transportation data, advice and services needed to
assure the most advantageous purchase of supplies, the most economical and efficient shipment and movement
of property, studies, evaluations and analyses, and other advice to solve your transportation and traffic
problems. This includes assisting you to:

Select storage, warehouse, and processing sites and facilities.

a.
b. Determine new or revised systems for the supply of materials, products, supplies, and equipment.

124

Use State trucks for moving freight.
d. Arrange for moves of State offices and institutions.

e. Determine the most cost effective and efficient method of packing and shipping.

AGENCY RESPONSIBILITY 3806
(Revised 03/07)

Your agency must perform all traffic management activities that are not performed by the DGS Transportation
Management Unit. You must stay within the policies of the SAM and follow the guidance furnished by the
Transportation Management Unit. Except for designated exceptions, you must also:

1. Give the DGS Transportation Management Unit all freight, storage, and service bills which involve State
shipping charges, prepaid and collect, and public utility warehouse charges. Supply any other information
needed by the Unit to analyze these bills.

(Continued)
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(Continued)
AGENCY RESPONSIBILITY 3806 (Cont. 1)
(Revised 03/07)

2. Give the DGS Transportation Management Unit your freight claims of $200 or more for loss and damage to
property while in transit by carriers or while in storage in public utility warehouses when the State is
responsible for filing the claim. These claims will be evaluated, filed, and negotiated to final settlement. You
must also provide all supporting information necessary for proper settlement.

3. Refer matters requiring rate negotiations or involving regulatory agencies to the DGS Transportation
Management Unit. Make data available to the Unit so it can get favorable decisions in matters before carriers,
tariff bureaus, and regulatory bodies.

4. Consult with the DGS Transportation Management Unit on site selection for storage, warehouse, and processing
facilities where transportation and traffic factors are a consideration. You should request advice regarding
transportation cost, rate, and traffic data during the initial phases of site selection, expansion, and comparison.
This will ensure proper evaluation of these things.

5. Retain tariff and traffic information as required by the DGS Transportation Management Unit.
6. Make your shipping and receiving staff available for education and training.

DEMURRAGE 3807
(Revised & Renumbered from 3810 2/93)

Usually only a fixed time is allowed by the carrier for loading or unloading of rail cars, trucks or trailers, or other
types of transportation. If it takes longer, the carrier will bill for the extra time. Therefore, you must make every
effort to load and unload within these time periods to avoid payment of large penalties.

For truck or trailer shipments weighing 10,000 pounds or more, this charge is based on the amount of time over
eight minutes per ton. Carriers also may charge for standby time for drivers and equipment waiting for dock space
to load or unload trucks or trailers. You can avoid or minimize crowding by scheduling your pickups and deliveries
with the carriers in advance.

You must require your carrier to present separate bills for demurrage, detention, or standby charges directly to the
shippers or consignees when your agency is paying the freight charges but was not responsible for such delays.

COMMERCIAL TRANSPORTATION FOR OFFICE AND INSTITUTION MOVES 3810
(Revised 03/07)

Intercity Moves. You can transport State-owned uncrated furniture, fixtures, and equipment between cities within
California by using padded van carriers that specialize in moving new furniture or used household goods. State
property that is protectively packed in cartons or crates may be transported at much less cost by general freight
carriers.

Linehaul rates of household goods carriers, which include inside pickup and inside delivery subject to extra charges
for long carries, stairs, and elevators, are the most costly and do not include any packing labor and materials. To
avoid mandatory carrier-assessed valuation charges, orders for transportation by household goods carriers must
specify in writing "Shipper hereby releases the entire shipment to a value not exceeding 60 cents per pound per
article."

(Continued)
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(Continued)
COMMERCIAL TRANSPORTATION FOR OFFICE AND INSTITUTION MOVES 3810 (Cont. 1)
(Revised 03/07)

For intercity transportation by any of these types of carriers, use an appropriate PUC licensed carrier at rates not to
exceed PUC minimum rates based on weight and distance. Before the move you should have a clear understanding
with the carrier that charges will be assessed against actual weight as shown by the public weighmaster's
certificate(s).

Local or Hand Moves. You may use any of the following methods to get a contractor for a move within a building
or between buildings in the same metropolitan area. However, you may only lawfully hire PUC licensed carriers for
moves that involve transportation over the public streets and highways.

1.

You may use the DGS Procurement Division Master Service Agreement contracts. The Master Service
Agreements are designed for small moves. You can also use the Master Service Agreements for larger moves
when the administrative effort to prepare a bid, conduct a walk-through for bidders, and develop a separate
contract is not warranted. You may also use the Master Service Agreements for moves that cannot be clearly
defined at walk-through for prospective bidders.

Take full advantage of the DGS Procurement Division Master Service Agreements that provide low hourly rates
for experienced help and equipment. The time chargeable to your job is clearly defined. Charges for packing
containers are set. The contractor is properly insured and specially bonded. The contractor also agrees to meet
the prevailing wage requirements of Government Code Section 14920. When using this Master Service
Agreement, you should:

a. Ensure persons arranging moves receive copies of the Master Service Agreement. If you have trouble
getting a copy, you can get one from the DGS Transportation Management Unit.

b. Provide the contractor with two working days notice. Indicate your agency's five-digit billing codes on
your work orders. Contract hourly rates do not apply to work performed on federal holidays.

c. Expedite payment of bills for work done under the Master Service Agreement.

d. Submit written reports to the DGS Transportation Management Unit of any incidents where the contract
moving company fails to perform under the Master Service Agreement.

You may go out for competitive bid for specifically defined work for a lump sum amount. If you cannot define
the work at a walk-through conducted for prospective bidders, you may get bids for services at hourly rates.
Bid contracts can be up to one year in length. Use the following outline of procedures to obtain competitive
lump sum bids. Use similar procedures in preparing bids and contracts for services at hourly rates.

(Continued)
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(Continued)

COMM

ERCIAL TRANSPORTATION FOR OFFICE AND INSTITUTION MOVES 3810 (Cont. 2)

(Revised 03/07)

a.

e.

Invite at least three PUC licensed local moving companies to attend a one-time walk-through. Hand out
specifications and bid proposal forms. Explain and show all work (including cartons) at the origin and
destination that is to be included in the lump sum bid. Advise bidders of tentative dates and hours of the
move. State if the move needs to take place during or after normal working hours. Notify moving
company representatives that the winning bidder must sign a Standard Agreement, STD. 213, and that the
mover will be charged with repair or replacement of damage to building or any items lost, damaged, or
stolen while in the carrier's custody. See (3800) A-1 in the Appendix.

To avoid misunderstandings on major jobs, you must get sealed bids. Open them publicly at a set time and
date. On small jobs, all of the movers can submit bids at the same time immediately after the walk-
through. You must make the award to the lowest responsible bidder.

Use Standard Agreement, STD. 213, with appropriate specifications for contracting lump sum work. For
help with contract specifications, contact the DGS Transportation Management Unit.

You must include the following paragraph about prevailing wages in any competitive bid contract and bid
specifications for commercial moving:

Prevailing Wages

No contractor performing hereunder shall pay any employee actually engaged in the moving
and handling of goods being relocated under such contract less than the prevailing wage rate,
except in geographical areas where no such employee wage standards and conditions are
reasonably available. The term "prevailing wage rate" means the rate paid to a majority of
workmen engaged in the particular craft, classification or type of work within the locality if a
majority of such workmen be paid at a single rate; if there be no single rate being paid to a
majority, then the rate being paid the greater number. Upon written request wage rates
prevailing at the particular point in time will be furnished for information purposes only.

When you receive written requests from prospective bidders or contractors for prevailing wage rates, you
must convey in writing the need for the desired wage rate information to the Department of Industrial
Relations, Division of Labor Statistics and Research. The geographical areas in which the moving services
are to be performed must be included in your request.

You must include any required goals, preferences or incentives in your contracting process.

See SAM Section 1200 for contract requirements.

Old Office Records. See SAM Section 1684. Records in record center boxes shipped in volume to or from State
Records Centers, or elsewhere, should be transported as general freight. Describe the shipment as follows:

Old offic

e records, each package released to a value not exceeding 3 1/2 cents per pound.

DGS contracts with small parcel delivery services carriers are the least costly and should be used for small
shipments of old office records.

FREIGHT DISTRIBUTION COST ANALYSIS—REPLACEMENT OR REPAIRS 3815
($500 OR MORE) OF VEHICLES USED FOR FREIGHT HAULING

(Revised 03/07)
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If you want to buy parts or repair a State-owned freight vehicle you have to first get DGS approval if you want to
spend more than $500. You must fill out a Purchase Estimate form, STD. 66, and send it to the DGS Transportation
Management Unit. See (3800) A-2, in the Appendix. The Unit will review the data and forward the forms to the
DGS Office of Fleet Administration with recommendations. See SAM Sections 4161 and 4162. Also, see SAM
Section 3620 for STD. 66.

Provide the freight activity information and cost data for proprietary vehicle operation. This is the basis for DGS's
approval. If you have for-hire cost data available, complete that portion of the cost analysis. If you do not have for-
hire cost data, the DGS Transportation Management Unit will estimate the for-hire cost based on the freight activity
information that you have provided.

The DGS Transportation Management Unit will enter the for-hire costs, where needed, and verify your proprietary
vehicle costs. Your request for $500 or more in purchases or repairs for vehicles used for freight hauling will not be
accepted for review by the Office of Fleet Administration without a complete STD. 66 verified by the DGS
Transportation Management Unit.

MOVEMENT OF HOUSEHOLD GOODS 3820
(Revised 03/07)

When officers or employees are notified that they will be moving, CCR, Title 2, Section 599.724 requires that they
are given a copy of the relevant CCR, Title 2 regulations covering Moving and Relocation Expenses.

Payment for moving costs of household goods is authorized by Government Code Section 19841. The Department
of Personnel Administration (DPA) regulations must be followed when requesting reimbursement.

SAM Section 8572.1 discusses withholding and reporting taxes of payments for moving household goods.
When arranging employee moves, try to use the State's List of Eligible Carriers. It is not recommended that
employees contract for their own moves. If the employees do, they may not get all the advantages in the state's

master contract. The low rates in the master contract may save employees a large amount of money if they exceed
the authorized limit and are required to pay their share of the costs.
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STATE CONTRACTED SHIPMENT 3821
(Revised 03/07)

The following procedures apply generally to moves within California. You should consult with the DGS
Transportation Management Unit to plan an interstate move.

Employees may choose to have their moves contracted by their agency using the DGS "List of Eligible Carriers."
The following is the procedure:

1.

Your agency (or new department if you are being transferred to another agency) notifies you of the state
authorized move by completing Part | of Moving Service Authorization, STD. 255. See (3800) A—4 in the
Appendix. Your agency explains your responsibilities. The agency should give you the State's List of Eligible
Carriers and the DGS Moving Guide. These are essential to a well planned move. These two items are
available from the DGS Transportation Management Unit.

Next you select a household goods carrier from the list. Then get an accurate written estimate of weight and
costs from the carrier. Where no eligible carrier is available, you may ask your agency to have the DGS
Transportation Management Unit negotiate a contract with a carrier.

You must obtain the signature of the carrier's agent in Part Il of STD. 255. This signature, along with your
signature, binds the carrier to do the move according to its offer and at the rates on file with the state. Give the
original STD. 255 to the carrier, retain one copy, and forward the other copy directly to the DGS Transportation
Management Unit, 707 Third Street, Second Floor, West Sacramento, CA 95605-2811. Your agency will give
you a stamped, self-addressed envelope for this purpose.

All household goods shipped under STD. 255 are automatically insured for loss or damage under the state's
blanket insurance policy. The use of individual certificates or policies is not needed. This blanket insurance
applies only on transportation within California or transportation between two points in California by an
interstate route.

The blanket insurance provides coverage at $2.00 valuation per pound of household goods shipped subject to
the authorized weight. See CCR, Title 2, Section 599.719 and SAM Section 3823. In some cases, you may
believe that the actual value of the goods is more than the amount of insurance provided by the state. If you
want more coverage than provided by the State, you can buy your own additional insurance from your insurance
agent at your expense.

Shipments and authorized weights will be reported to the insurance company by the DGS Office of Risk and
Insurance Management. This will be based upon the DGS Transportation Management Unit's analysis of
freight bills. Agencies are billed monthly by the insurance company.

The State's insurance has deductibles of $250 for loss or damage while in transit via a household goods carrier.

When you pay part or all of a deductible, you may get a refund from your employing agency on a Travel
Expense Claim form, STD. 262. When submitting this claim, you must furnish:

a. A copy of the original claim filed with the household goods carrier for moves other than self moves.
b. Documentation of the amount paid by the household goods carrier and the State's insurance company.

See the Moving Guide for a detailed description of the insurance coverage, as well as instructions on how to file
aclaim.
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EMPLOYEE CONTRACTED SHIPMENTS 3822
(Revised 03/07)

When authorized by Part | of Moving Service Authorization, STD. 255, employees may contract with any household
goods carrier. You must pay the carrier directly and submit a claim for reimbursement on a Travel Expense Claim,
STD. 262. Your claim must be supported by legible copies of the carrier's itemized invoice, copies of shipping
instructions, freight bills, and the official certificate of the weight of the shipment. Your claim is subject to the
maximum allowances listed in the California Code of Regulations. You must send your Travel Expense Claim and
supporting materials to the DGS Transportation Management Unit for a ruling that rates and charges do not exceed
those assessed by a carrier for a comparable State-contracted shipment before the expense claim is submitted to the
State Controller for payment.

Employee claims are subject to the procedures in SAM Sections 3823, 3824, and 3826 except STD. 255 need not be
drawn up with the carrier.

REQUESTS TO EXCEED MAXIMUM WEIGHT LIMITS 3823
(Revised 03/07)

The Director of the Department of Personnel Administration (DPA) is authorized to grant exceptions to the 11,000
pound weight limit on moving household goods. If you want to get this exception granted, your agency must send a
request to the DPA before the move.

Submit your request to the Department of Personnel Administration, Personnel Services Branch, 1515 S Street,
North Building, Suite 400, Sacramento, California 95814, on a Moving/Relocation Expense Approval Request,
STD. 256. See (3800) A-6 in the Appendix. It must be approved by your agency's director or a designated
individual.

Include the following on the request for an exception to the maximum weight limit of 11,000 pounds:

1. Certify on STD. 256 that no articles prohibited by CCR, Title 2, Section 599.718 are to be included in the
shipment. Household or personal goods include items such as furniture, clothing, musical instruments,
household appliances, foods, and other items which are usual or necessary for the maintenance of a household.
Household effects shall not include automobiles or implements thereof, other motor vehicles, boats, equipment,
firewood, building material, etc.

2. Write a statement describing the efforts you have taken to reduce the estimated weight of possessions to be
shipped. This statement must accompany STD. 256. Typical efforts include garage sales, personally moving
household effects to new location, giving items away to family and friends, etc.

3. The size of your family to be moved.
4. The reason for extra weight; for example, hobbies, heavy furniture, large library, etc.
5. Legible signed copies of your carrier's estimating forms, including:

a. Basis for Carrier's Probable Cost of Services. Include the front and back, with number of cubic feet per
number of items to be moved.

b. Probable Cost of Services.

6. A legible copy of the Inventory of Household Goods and Weight Certificates (if requested approval exceeds
18,000 Ibs.). After your move, send a copy of the inventory and weighmaster's certificate to DPA, Personnel
Services Branch. The STD. 256, along with the copies of the carrier's estimating forms, will be retained by the
Personnel Services Branch until they receive the inventory to check that no articles prohibited by CCR, Title 2,
Section 599.718 were included in the shipment.

(Continued)
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(Continued)
REQUESTS TO EXCEED MAXIMUM WEIGHT LIMITS 3823 (Cont. 1)
(Revised 03/07)

When the carrier estimates less than 11,000 pounds, but the actual weight moved is more than 11,000 pounds, you
may submit a request to exceed the maximum weight limitation. Submit the request as outlined above with a
notation on the STD. 256 that the actual weight exceeded the estimated amount. Include a copy of the estimate and
the weighmaster's certificate.

If you have already received permission to exceed the 11,000 pound limit and the actual weight moved turns out to
be even more than the DPA approved weight, you may request an additional allowance. Submit this request to the
Department of Personnel Administration, Personnel Services Branch, 1515 S Street, North Building, Suite 400,
Sacramento, California 95814. Put a comment on STD. 256 that this is a second request based upon an actual
weight which exceeds the previously authorized amount. A legible copy of the weighmaster's certificate supporting
the carrier's billed weight must accompany the STD. 256. If the actual weight exceeds 18,000 pounds, a legible
copy of the Inventory of Household Goods must also be attached.

STORAGE OF HOUSEHOLD GOODS 3824
(Revised 03/07)

You may be reimbursed for household goods placed in storage while in transit for up to 60 calendar days. See CCR,
Title 2, Section 599.719. This 60-day allowance is provided to cover situations where you are unable to move your
household goods directly from your old residence to your new residence.

If you need more storage time, submit a request to exceed the 60 days before your 60 days are up. Submit your
request on a Moving/Relocation Expense Approval Request, STD. 256. Explain in writing why you need the
additional storage time. Send the form and your explanation to the Department of Personnel Administration,
Personnel Services Branch, 1515 S Street, North Building, Suite 400, Sacramento, California 95814. The
requirements that you must satisfy in order to receive an extension are outlined in SAM Section 3830.

AUDIT AND APPROVAL FOR PAYMENT OF CARRIER'S FREIGHT BILL 3825
(Revised 03/07)

Instruct all carriers performing household moves under Part Il of Moving Service Authorization, STD. 255, and the
State's Uniform Tender of Services and Rates to submit their freight bills directly to the DGS Transportation
Management Unit. After analysis and audit, the freight bills will be forwarded to the agency accounting office for
prompt scheduling to the State Controller's Office.

Each invoice or expense claim submitted for payment must be accompanied by a certification signed by you which
states:

"l hereby agree to notify my agency of and pay transportation and related charges on any items prohibited by
California Code of Regulations, Title 2, Section 599.718, as well as charges which exceed the limits stated in
Section 599.719. | understand and agree that such charges may be deducted in full from any and all funds
payable by the State to me, including any salary warrant(s) issued to me by the State Controller's Office.

State Employee (Signature)

(Continued)
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(Continued)
AUDIT AND APPROVAL FOR PAYMENT OF CARRIER'S FREIGHT BILL 3825 (Cont. 1)
(Revised 03/07)

This statement must be contained on one of the following:

1. The Moving Service Authorization, STD. 255.
2. The invoice or claim.
3. As a separate statement.

DISTRIBUTION OF CHARGES BETWEEN AGENCY AND EMPLOYEE 3826
(Revised 03/07)

After the audit of the carrier's freight bill by the DGS Transportation Management Unit, your agency is responsible
for any necessary distribution of charges between your agency and you. Use the following steps:

1. Adhere to CCR, Title 2, Sections 599.718 through 599.722.
2. The agency notifies the employee to send payment to the agency for all charges:
a. Not covered or otherwise authorized.

b. Not essential to the physical move of the goods as a single unit in regular carrier service. This includes
moves of basic household furnishings from a single location at origin to a single location at destination
either directly or through a storage warehouse.

c. Resulting from split pickup and split delivery service.

d. For overtime that was not authorized in advance by the agency.

e. For expedited service.

f.  Resulting from nonessential service provided at the specific request of the employee.
g. For transportation of pets such as birds, fish, cats, dogs, and livestock.

3. When the carrier's official weight certificate shows an actual weight of shipment that is more than the
employee's authorized weight allowance, the DGS Transportation Management Unit determines the amount due
from the employee for the extra weight. These charges will include those for transportation, packing containers
and materials, packing and unpacking labor, and other services needed for the physical move of the goods as a
single unit to the new location.

4. When the employee owes money, the agency must collect it and submit it with the invoice. Inability to contact
the employee or the employee's reluctance to promptly pay does not excuse the agency from delaying the
payment of the State's share. It is the agency's responsibility to ensure that the employee pays his/her portion
promptly since the carrier is under contract with the State.
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OVERSEAS SHIPMENTS 3827
(Revised 03/07)

Agencies will let the DGS Transportation Management Unit know at least 90 days in advance of any requirement
for household moves to or from overseas.

TRUCK AND SELF-HAUL TRAILERS 3828
(Revised & Renumbered from 3826 2/93)

CCR, Title 2, Section 599.719 governs reimbursement for costs of moving household goods in a truck or trailer
furnished by an employee. Truck or trailer rental charges must be supported by fully legible copies of paid rental
agreements.

MOVING A MOBILE HOME 3829
(Revised 03/07)

If you are an employee who normally lives in a mobile home and have been authorized by the State to move, you
may ask the State to pay for the moving of your mobile home. See CCR, Title 2, Sections 599.714 and 599.720.
You may also ask the State to pay for certain costs of preparing the mobile home for movement over the highways,
and for set-up at the destination. The additional reimbursed cost is limited to $2,000 not including maintenance,
repairs, and parts. The cost of any permits, tolls, taxes, or charges fixed by the State or local authorities is also not
included in the limit. The State will not reimburse maintenance, repair, and parts costs. You may not seek more
reimbursement through Section 599.715 for the $200 miscellaneous allowance since this is specifically prohibited
under CCR, Title 2, Section 599.720.

If you have arranged for the State to directly pay the moving company, you must get a copy of Moving Service
Authorization/Bid Proposal-Mobile Home, STD. 255A, before the move. See (3800) A-5 in the Appendix.

Competitive Bids. You must get three competitive bids for preparing, transporting, set-up, and service.
Transportation must include permits and escort services. These bids must be from licensed mobile home set-up and
service companies, and PUC licensed highway carriers. Each bid must be completed by the carrier on STD. 255A.
You will then forward the bids to the DGS Transportation Management Unit. According to the instructions on STD.
255A, the carrier must send the invoice directly to DGS Transportation Management Unit for review. The DGS
Transportation Management Unit will then send the entire file back to your agency's accounting office for payment.
The amount paid by the State Controller can never be more than the amount of the lowest bid.

Additional Information. The mover will transport your mobile home under a released valuation. The contents of
your mobile home usually will not be insured. If you want to insure the contents or increase the coverage on the
mobile home, you must do so at your own expense.

If you have questions about your mobile home move which your agency cannot answer, call DGS Transportation
Management Unit in West Sacramento. The telephone number is (916) 376-1888 or CalNet 8-480-1888.

Refer complaints of poor set-up and service to the Contractors' State License Board's local field office. Refer

complaints against the highway carrier who moved your mobile home to the PUC's local field office. See the
Yellow Pages of the State Telephone Directory for either agency.
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RELOCATION EXPENSES 3830
(Revised 03/07)

Costs of relocating will be reimbursed according to CCR, Title 2, Sections 599.721 and 599.722. See SAM Section
8572.1 for reporting and paying taxes on relocating expenses.

Generally permanent residences can be found within 60 days. Therefore the state will usually only pay for
relocation expenses for up to 60 days. Exceptions to this are only approved in rare instances. If you want to apply
for an extension because of an unusual and unavoidable hardship you may submit your request on a STD. 256. Send
a STD. 256, along with an explanation of the hardship, to the Department of Personnel Administration, Personnel
Services Branch, 1515 S Street, North Building, Suite 400, Sacramento, CA 95814. The following requirements
must be satisfied in order to receive an extension for relocation:

Request early. You must submit your request before the 60 days are up. This is a statutory requirement. The DPA
may not approve after-the-fact requests.

Hardship as a result of the move. The employee must prove that a hardship exists and that it is a direct result of the
move. The hardship must be more than an inconvenience.

Unusual circumstance. The situation must be uncommon or rare to relocation. Normal delays in processing or
completing the move will not be considered. For example, if a house does not complete escrow in the 60 days, an
exception will not be granted. Since escrow usually takes 30 to 60 days, this is not uncommon. However, if an
unusual event directly caused the delay in the close of escrow, an extension may be granted. An example might be a
death in the seller's family. If this delayed the seller from vacating the house, an exception may be granted.

Unforeseeable circumstance. The delay must be unavoidable or unforeseeable prior to acceptance of the transfer.
Further, the delay must be beyond the control of the employee. Consider such items as the housing market,
advancement at the new location, increased income, cost of living at the new location, and the family status at the
time of the relocation prior to accepting the transfer.

The DPA staff will review the employee's efforts to locate a residence. Even if all requirements are satisfied, the
employee must document that every reasonable effort was made to step up the process of locating a new residence.

Examples of problems that have been denied in the past and will be denied in the future are as follows:

1. Purchasing a house under construction or to be constructed. This is a personal decision of the employee's. An
extension will not be granted for this reason.

2. Areas with an obvious lack of available houses. Employees should examine the housing situation and make a
decision accordingly when considering a transfer to cities that have an obvious lack of housing. The employee
assumes the risk of a delay in locating a residence.

3. Unable to sell the old residence. The legislation clearly only permits reimbursement of relocation expenses for
finding a new home, not for selling an old one. Delays in selling the old home will not be considered.

4. Damage to new home is found while in escrow. When purchasing a home, it is the buyer's duty to inspect the

structure for damage. Later, if problems are found, it is the employee's responsibility, not the state’'s. An
extension of per diem or storage allowance will not be granted.
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SALE OF A RESIDENCE 3831
(Revised 9/96)

If you are a represented employee and you want to submit a claim for the sale of your residence, you must do so
within one year of reporting to your new official headquarters. The DPA may grant you a one-time, six-month
extension. See CCR, Title 2, Section 599.716(d). Your request for an extension of time must be on a STD. 256, and
must be approved by your agency director or designated individual. Send your approved STD. 256 to the
Department of Personnel Administration, Personnel Services Branch, 1515 S Street, North Building, Suite 400,
Sacramento, CA 95814. You must also meet the following requirements in order to get approval of the extra time to
sell your former residence:

1. You must state the date you were notified of your transfer.

2. You must state the date you reported to your new official headquarters.

3. Your request must be received by DPA before the one-year period is up.

4. You must show that you have been trying to sell your residence during the one-year period after your reporting
date. You must state the date when your residence was placed on the market or listed with a realtor.

If you are a nonrepresented employee, your claim for sale of your old residence must be submitted within two years
of reporting to your new official headquarters. No extensions will be allowed. See CCR, Title 2, Section
599.716(e).

EMPLOYEE RESPONSIBILITIES REGARDING RELOCATION 3832
(Revised 03/07)

It is the employee’s responsibility to examine housing availability at the new location.

Represented employees must keep lodging receipts. Otherwise, you will be reimbursed at the non-commercial per
diem rate.

Lodging receipts are not required for nonrepresented employees. You may claim the appropriate statewide
relocation allowance for every full 24-hour period. Reimbursement for less than 24 hours shall be at the appropriate
meal and/or lodging rate.

If you request per diem for more than 30 days, the amount is treated as income and taxed accordingly. In order to
guarantee reimbursement for all expenses (tax deductions if over 30 days), the employee should retain all receipts
for the relocation period. This includes lodging, meal, and incidental expenses. Establishments are required by law
to furnish receipts upon request.

In order to support getting paid for all expenses, or for taking advantage of possible tax deductions, you should keep
all receipts of the relocation period. By law, businesses must give you receipts upon request.

EXPRESS 3835
(Revised 03/07)

When you want to ship materials, supplies, and equipment by an express carrier, you should first contact DGS

Transportation Management Unit to determine whether a regular truck carrier is as rapid and convenient as well as
more economical.
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PARCEL DELIVERY SERVICE 3836
(Revised 03/07)

Parcel delivery service is available to all points within the State and most of the world under DGS Master Services
Agreements. For details see www.pd.dgs.ca.gov/traffic/WSCA. Package size and weight are limited and limitations
vary between parcel companies.

Exception. Do not use parcel company service for deliveries between State offices within the Sacramento area. Use
Interagency Messenger Service.

COURIER AND OVERNIGHT DELIVERY SERVICE 3837
(Revised 03/07)

Use the State's Master Service Agreements for overnight delivery of documents. This contract is managed by the
DGS Procurement Division. For details see www.pd.dgs.ca.gov/traffic/WSCA.

USE OF STRAIGHT BILL OF LADING, STD. 254 3840
(Revised 06/07)

When shipping anything, except for intra-agency and interagency mail, use the Straight Bill of Lading, STD. 254, to
document the shipment. See (3800) A-3 in the Appendix. STD. 254 must be used no matter if the material is
shipped by proprietary vehicle or by a for-hire carrier. Only the "Data Processing" copy of STD. 254 must be sent
to the DGS Transportation Management Unit at 707 Third Street, Second Floor, West Sacramento, CA 95605-2811
after entering the freight charges for invoices $500 or less.

Use STD. 254 to comply with Federal laws governing the transportation of hazardous materials and to assure the
accumulation of uniform and complete State shipping data required of the Department of General Services. For
those reasons, departments must be sure that all shipments which they originate are correctly and completely
documented by the original STD. 254 and the "Data Processing” copy is promptly forwarded to the DGS
Transportation Management Unit with the freight invoice (over $500) for the DGS Transportation Management
audit.

Departments may overprint the correct descriptions and freight classifications of often-shipped materials. You may
contact the DGS Transportation Management Unit for help developing commodity descriptions and freight
classifications.

HAZARDOUS MATERIALS SHIPMENTS 3845
(Revised 03/07)

If you ship hazardous materials, you are responsible for properly preparing shipping papers, marking and labeling containers, and
providing placards as required. Government regulations prescribe rigid controls for handling and transporting hazardous
materials. Whenever hazardous materials are included in a shipment, you must properly describe the hazardous goods on the
shipping papers. You must use the proper shipping name, hazard class, and identification number provided in the regulations.
Furthermore, you must sign the following certification on STD. 254

(Continued)
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(Continued)
HAZARDOUS MATERIALS SHIPMENTS 3845 (Cont. 1)
(Revised 03/07)

This is to certify that the above-named articles are properly classified, described, packaged, marked, and labeled and
are in proper condition for transportation, according to the applicable regulations of the Department of
Transportation.

If you transport hazardous materials on State vehicles, you have the same responsibilities as shippers. You also are
required to:

1. Carry shipping papers in a designated manner.

2. Have your vehicle equipped with required emergency equipment.
3. Placard your vehicle as required.

4. Properly load your vehicle.

The California Highway Patrol provides guidance on shipments of hazardous materials.
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AUDIT OF FREIGHT BILLS 3851
(Revised 03/07)

Except as provided in SAM Section 3852, all freight bills must be approved by the DGS Transportation
Management Unit before they can be scheduled for payment. If a freight bill doesn't bear Transportation
Management's approval stamp, it will be taken out of the claim schedule by the State Controller's Office and
returned to the agency. With the returned bill will be a request that it be approved by the DGS Transportation
Management Unit before resubmitting for payment. The DGS Transportation Management Unit audit ensures
compliance with Government Code Section 14920.

In order to let DGS Transportation Management Unit audit and approve your vendor's freight bills, all submitted
freight bills must have the following documents attached: See SAM Section 8422.1.

1. The invoice.
2. When the freight costs more than $50, attach all supporting prepaid freight bills.
3. A copy of your purchase order with the vendor.

Even though DGS audits each invoice, your agency still must ensure that payments are correct and are not
duplicated.

DGS Transportation Management Unit looks at the following areas:

1. If your contract or purchase order does not give specific shipping instructions, your vendor will be expected to
use the lowest cost modes and carriers needed to safely transport the shipment. Costs for exempt, private, or
commercial carriers cannot be more than that of the lowest cost government rate tenders.

2. Costs for shipments transported wholly within California cannot be more than the lowest lawful charges on file
with the PUC for the transportation furnished.

3. Vendor's add-ons such as service charges for prepaying freight will not be allowed unless they are clearly listed
on the contract or purchase order.

If the vendor's bill is for services that are different from the above conditions, you must attach a statement to the
invoice. Your statement must identify the exact rates, charges, and circumstances which you agreed upon before the
transportation or PUC services were begun.

Except for those listed under SAM Section 3852, you must forward all freight bills to DGS Transportation
Management Unit, 707 Third Street, Second Floor, West Sacramento, CA 95605-2811. Clearly identify the name,
five-digit billing code and mailing address of your State agency. Include the supporting documents required in this
SAM Section. Bills certified for payment may be scheduled to the State Controller's Office via the DGS
Transportation Management Unit to expedite processing. If you schedule bills in this manner, you should ensure
that bills not requiring the DGS Transportation Management Unit audit are placed on separate schedules and sent
directly to the State Controller's Office.

Bills received from carriers for freight transported under Federal Government Bills of Lading should be returned to
these carriers with instructions to bill their charges to the federal government.

Rev. 397 MARCH 2007



SAM - TRANSPORTATION MANAGEMENT

EXEMPTION FROM APPROVAL 3852
(Revised 12/09)

DGS Transportation Management Unit approval of freight bills is not required for any of the following situations:

1. The amount of the freight bill is $500 or less.

2. Services performed under a contract, pursuant to the requirements of SAM Section 1200 et seq., specifying the
exact rates to be applied for the services.

DISCOUNT-BEARING INVOICES CONTAINING FREIGHT CHARGES 3853
(Revised 03/07)

Agencies must directly pay from their revolving fund all freight invoices that are discounted for payment within 30
days. After payment, send these invoices and supporting documents to DGS Transportation Management Unit for
audit.

RECEIVING AND INSPECTING FREIGHT SHIPMENTS 3861
(Revised & Renumbered from 3860 2/93)

When you receive a shipment, ask the shipper the following questions:

1. Is it for me? Check the delivery receipt for the consignee's name and address. If your agency has more than
one location, make sure the goods are for this exact address. Check the freight to see if it is the same as
described on the delivery receipt. Look at the label on each item to make sure the shipment belongs to you.

2. Isit damaged? Do not sign the receipt before inspecting for damage. Check for holes, water, stains, and tears.
Pick up cartons if you can. Check for rattling. Listen for something broken inside. Check to see if any
packages have been opened or if the sealing tape has been tampered with.

3. s the piece count correct? Count the pieces and match the number on the delivery receipt to the number you
have counted. If the shipment is on a pallet, check to make sure the pallet is solid with no voids inside the
stack. If the shipment is shrink or stretch wrapped, make sure the wrap hasn't been cut and pieces removed.
Sign only for the type of unit you receive. For example: two pallets. Don't sign for the number of packages that
are supposed to be on the pallet. However, if time permits or the pallet is not banded or shrink wrapped, count
the packages, and only then sign for the number of packages.

If your delivery doesn't check out, do one of the following:

1. Refuse shipment if it isn't yours, if the shipment does not meet the terms specified by your agency, or is
damaged to the point where it no longer has a value.

2. If yours, and only partially damaged or short, accept it and note exceptions on the delivery receipt.

(Continued)
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(Continued)
RECEIVING AND INSPECTING FREIGHT SHIPMENTS 3861 (Cont. 1)
(Revised & Renumbered from 3860 2/93)

How to note exceptions:

1.

Damage Notations: Be specific. Describe the damage accurately. Pinpoint the locations of all defects. If you
can see the damage, have the driver wait while you open and inspect the packages. Write down the number and
identity of the damaged pieces. This is called a "joint inventory."

Shortage Notations: If part of shipment is missing, write the number of pieces actually delivered on the delivery
receipt and circle it. Then write down the number of pieces missing and note them as "short."

Signatures: Write down all exceptions on both copies of the delivery receipt. Have the driver sign both copies
of the delivery receipt in his full name (not initials or nicknames). After the driver signs, you sign also. Write
your agency's name, your full name, the date, and the time of day.

Follow these steps when requesting an inspection:

1. The receiving person is responsible for requesting the carrier to inspect the damaged goods and packaging. The
formal request should be made by phone right after discovering any loss or damage.

2. After the phone request, make out a request for inspection by the carrier in writing. Note the date and time of
your previous phone call and the person contacted. Keep a copy of your request letter on file.

3. Once contacted about damage or shortage, the carrier may waive inspection and tell you so. If so, write down
the name of the person who waived the inspection, and the date and time of waiver. Then conduct your own
detailed inspection. Write up your findings in a report and attach it to the file. If you can, take photographs to
confirm your inspection report.

CLAIMS AGAINST FREIGHT CARRIERS FOR LOSS OR DAMAGE TO SHIPMENTS 3862

(Revised 03/07)

Use the following instructions for filing a claim against a carrier for loss or damage to shipments in transit:

1.

2.

If your claim is for less than $100, file it directly with the carrier.

If your claim is for $50 or less, you do not have to collect if your agency has authorization from the State
Victims Compensation and Government Claims Board under Government Code Section 13943.2.

If your claim is for $100 or more, send your claim to DGS Transportation Management Unit. Include all
documents and information that will help the DGS Transportation Management Unit file the claim.

If you ask, the DGS Transportation Management Unit will advise and help you with loss and damage problems.
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STATUTORY TIME LIMIT FOR FILING CLAIMS 3863
(Revised 02/93)

Claims against regulated commercial carriers must be filed in writing with the carrier within nine months after
delivery. In the case where the delivery did not occur, file within nine months from a reasonable time when delivery
should have occurred. The carrier may not waive this requirement.

RESPONSIBILITY FOR FILING CLAIM 3864
(Revised 02/93)

Whoever owns the freight while in transit has the responsibility for filing claims for loss and damage. Unless the
purchase contract states otherwise, the F.O.B. point governs the transfer of title. Therefore, for goods purchased
under "F.O.B. Destination" or "F.O.B. Delivered," the shipper or vendor must file the claim against the carrier for
loss or damage. If the F.O.B. point is other than destination, the receiving agency owns the goods while in transit
and must file any claims.

F.O.B. ORIGIN SHIPMENTS—PAYMENT OF INVOICES AND FREIGHT BILLS 3865
(Revised 03/07)

When goods are purchased F.O.B. origin, title to the goods passes to the consignee upon delivery of the shipment to
the carrier at point of origin. Therefore, the shipper (vendor) should be promptly paid for all merchandise signed for
on the carrier's original bill of lading whether or not the goods were actually received. This is also the case when the
goods are received in damaged condition as long as the carrier specified in the purchase contract what routing was
used. Otherwise, call the DGS Transportation Management Unit for assistance before your pay the vendor. By law,
the carrier must collect the transportation charges. A properly prepared claim must be filed against the carrier for
recovery of the amount of the loss or damage including freight charges paid on the lost or damaged portion of the
shipment. If a whole shipment is lost, the carrier's freight bill should not be paid.

F.O.B. DESTINATION SHIPMENTS—PAYMENT OF INVOICES 3866
(Revised 03/07)

When goods are purchased F.O.B. Destination (F.O.B. Delivered), title to the goods remains with the shipper
(vendor) until delivered by the carrier to the consignee in original or acceptable condition. If loss or damage occurs
in transit, the vendor must replace the goods or otherwise compensate the consignee. Immediately notify the vendor
of any problems and give the vendor the following documents to enable him to file claim against the carrier for
recovery of the loss:

1. Acopy of the freight bill (delivery receipt) bearing notation of loss or damage signed by the driver.
2. If the damage is concealed, a copy of the carrier's Inspection Report.
3. A statement of all pertinent facts that are not included above.

Payment of the vendor's invoice should be adjusted by the amount of the shortage or damage, or payment should be
withheld until compensated by replacement items or repairs.

DISPOSITION OF DAMAGED SHIPMENTS 3867
(Revised 02/93)

Carriers are almost always responsible for transit loss or damage. However, consignees have a legal responsibility
for keeping damage costs at a minimum and must accept damaged freight that can be reasonably repaired. If the
goods are damaged so much that they become almost worthless, you may refuse the delivery. In that case be sure to
file a claim for the full value of the shipment.

(Continued)
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(Continued)
DISPOSITION OF DAMAGED SHIPMENTS 3867 (Cont. 1)
(Revised 02/93)

Some items can only be repaired by the factory where they were made. If repair costs are more than $100 and more
than one company can make the repairs, try to get competitive bids.

Carriers who pay the full invoice price for claims on goods that are damaged beyond reasonable repair are, in effect,
purchasing the damaged goods. The carrier will usually want the damaged goods as salvage. Therefore, you must
hold the damaged goods and make them available for the carrier to pick up.

CONCEALED DAMAGE OR LOSS 3868
(Revised 02/93)

There are often disputes about who is responsible for concealed damage or loss of shipments. However, this type of
claim is just as valid as any other type. If part of the shipment is missing, you must prove that the missing goods
were actually shipped and then were not delivered. If goods were damaged, you must establish that the goods were
properly packed in their containers, yet were damaged when they were delivered. Without this proof, carriers may
refuse settlement. If you discover shortage or damage after delivery, report it promptly to the carrier and request an
inspection. Do not complete the unpacking. Hold all packing materials and merchandise as discovered pending
inspection. You only have 15 days after delivery of the shipment to report any concealed damage. If you do not
report within this 15-day period, the carrier may decline the claim.

DOCUMENTS REQUIRED IN SUPPORT OF CLAIMS 3869
(Revised 03/07)

If you are filing a claim for loss or damage against a carrier, attach the following documents to the claim. If DGS
Transportation Management Unit is filing the claim (claims of $100 or over), send the documents to them. If a
vendor is filing the claim against the carrier, send the documents to the vendor.

Original bill of lading.

Copy of the carrier's freight bill or delivery receipt bearing notation of shortage or damage.

Original or certified copy of the purchase or repair invoice.

Carrier's inspection report (when issued).

Bond of indemnity (available from carriers) in place of the original paid freight bill.
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Statement of additional facts or conditions when required to sustain reported loss or damage.

SPLIT PICKUP AND SPLIT DELIVERY SHIPMENTS 3870
(Revised 03/07)

Sometimes you can get lower freight costs by consolidating small lots into split delivery or split pickup shipments.
Take advantage of these freight savings whenever possible. See SAM Section 3801 for the PUC definitions of split
pickups and deliveries.

You must prepay all charges for split delivery shipments. The carrier may not collect charges of any nature from
any consignee. You cannot ship more than 40 delivery components per shipment. If the components average less
than 1,000 pounds per delivery component or exceed 20 components per master bill, you will be charged extra.

In addition to the component parts picked up by the carrier, a split pickup shipment may include other component
parts delivered to a carrier's depot by the consignor or the consignor's agent. Each shipment will be limited to 40
pickup components. Additional charges are made when the components average less than 1,000 pounds per pickup
component or exceed 20 components per master bill.

(Continued)
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(Continued)
SPLIT PICKUP AND SPLIT DELIVERY SHIPMENTS 3870 (Cont. 1)
(Revised 03/07)

Often you can save a great deal of money on shipments by using split delivery or split pickup service. In cases
where individual shipment lots are for delivery to points grouped in the same general geographic area, or the
movement is in the same general direction over a carrier's freight route, you should consider consolidating and
shipping the lots in a single split shipment. Contact the DGS Transportation Management Unit for assistance.

Lots must be handed over to the carrier at one time on one shipping document. The tariff requirement reads as
follows:

At the time of or prior to the initial pickup of any portion of the shipment, an appropriate written document
is issued by the consignor for each component part, said document containing all of the information
required to prepare a bill of lading in compliance with provisions of Item 360 of the Governing
Classification. In addition, the consignor shall provide the carrier with a single document containing
written information setting forth in summary, the total numbers and kind of packages, description of
articles, and total weight of all commodities described on the bills of lading for each component part. Said
document shall also reflect total number of pieces and total weight of all commaodities in the shipment and
must make reference, by number or other individual identity, to each bill of lading issued for a component
part.

FREIGHT TARIFFS AND RATE AGREEMENTS 3885
Revised 03/07)

Shipments via Surface Commercial Carriers. Shipments by commercial carriers are usually subject to the terms and
conditions of the standard bill of lading contract. Rather than list the rates, this contract just calls upon the use of set
tariff rates. Since these tariffs fix the exact rates for the services, no further agreement of rates is necessary. DGS
Transportation Management Unit will verify the rates on the freight bills against the tariffs. The DGS
Transportation Management Unit will obtain adjustments of any overcharges for you.

Under certain special circumstances, commercial carriers may grant the government less than tariff rates. Carriers
quoting government rates may be subject to certain regulatory constraints. All such negotiations should be cleared
through DGS Transportation Management Unit.

When using government rates, add the following sentences to the shipping documents: "Freight is for the
account of the State of California. Transportation hereunder pursuant to (cite carrier and tender number)."

Contracts and purchase orders must instruct vendors to also place this sentence on the bill of lading issued to the
carrier. Contact DGS Transportation Management Unit for availability of government rates on shipments starting
from or destined to points outside of California. The DGS Transportation Management Unit will verify the rates on
the freight bills against the tariffs and obtain adjustments for any overcharges on your behalf.

Shipments via Air Carriers. Air carriers have been deregulated. Air cargo rates fluctuate and are negotiable. Call
DGS Transportation Management for help when air freight is required.

Shipments via Contract and Exempt Surface Carriers. Contract carriers and exempt carriers do not have to charge
any fixed rates. Contact the DGS Transportation Management Unit for assistance before using such carriers.

(Continued)
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SAM - TRANSPORTATION MANAGEMENT

(Continued)
FREIGHT TARIFFS AND RATE AGREEMENTS 3885 (Cont. 1)
(Revised 03/07)

Routing Guides. If you are going to use a commercial carrier, you should consult with the DGS Transportation
Management Unit to see which carrier and route will give you the best balance of low cost and responsiveness to
needs of shippers and consignees. Where appropriate, the DGS Transportation Management Unit will develop
routing guides and will issue bulletins on procedures to follow for freight routing.

Carrier Operating Authority. If you are unsure of the category of a particular carrier, ask the carrier to give you the
information in regard to the type of hauling involved. Do not use carriers who do not have the required operating
authority from the California or Federal regulatory agencies. Call DGS Transportation Management Unit if you
have any questions about this.
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SAM - TRANSPORTATION MANAGEMENT

SIATE SR AL

STAN

CARD AGREEMENT

PRET NS

1. The Cernlrugior warees to indemaily, delend snd save harmless the State, ivs oflicers, apenissad emplovers
feare any and all eliion nodd leseed anerdng gr resadting ooany and ull geatoabyrs, sehoontractors,
Taterialnen, Talwer yod oy olbee persoe, fenour corporativo feenis hisg or swpplyine work services.
riaferials or snpplies inconnecrion with the performanye of thiz condcact, and Fronony and a)Loluims sod
Lingses aecruing, or resulling faany persan, firm ur carparation whe may Le injored or damiyred by the
Contracter in e perforwance of uis contract,

3, The Comiragar, and the agentsand emplayees of Contractor, in the performance of the agrasment, shall
et im po imglgpendent ¢apneily atal ot s alficers o ecnployees or agents of State o Calilforoe.

3. T he State muy tecmingiy thiz apreementind be relieved of the paymeotaf 2oy combid et o o Cinlese bor
shuwld Ceptracier fail Lo perlorny e covenants herzin onniained at the time 2nd in the manner heeein
provil]e(l_ In the avend nf sguch lerminalion Lhe Skate may proceed with the work io any maoner deemed
pripeer Ly toe Suale. The cost w ke State sball be deducied Tee aogy suon due the Coolracior onder gy
apreament, and the hataoee, ifany, shall be paid the (ontractor upon demand

d. Withnut the written consent of the State, this agreement is oot assignakle by Coniractor either in whale
arin part.

& Time 35 of the esgence o this pgresment

£ Mepaltertion sir wariolign of the bteins 60 1thig conicoet 28311 be valid ooles niade in wriling unrl.-:[;__-,nud by
the partes; beeetn 304 2 aral undevstanding or agreement natincorpneated herein, shall be hinding o
any of the parties hereto.

7. Lhe considerativn tu be prid Contracter, gy provided herein, shall be in compensation for all of

Comiracters expenses jocucred in Lhe perfurmamee heryef, including travel and per divm, unless
ntherwise cxprussly so provided.
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STATE QF CALIFORNIA

PURCHASE ESTIMATE

SAM - TRANSPORTATION MANAGEMENT

'

§T0. 66 (2/84) DATE PREPARED OATE STOCK AGENCY PURCHASE ESTIMATE NUMBER PAGE OF
ar AGENCY WANTED BILLING GODE :
MO. DAY YEAR | MO. DAY  YEAR
11 1 ) I I [ I I N S |
DELIVERY LOCATION CODE
IMPORTANT 5
, i H
Follow instructions on 1 2 3 a4 s 6 7 ®# @ 10 11 )
reverse for completing PROCUREMENT OFFICE (FOR O/F USE ONLY) P
this form.
[:] SACRAMENTO D LOS ANGELES ~ g
VENDOR REFERENCE OR INFORMATION TO OFFICE OF PROCUREMENT
- C MAIL INVOICE 1N TRIPLICATE 10
H
A
R
G
E
AGENCY CONTALT HEGARDING THIS ESTIMATE (NAME AND FHONE-—ATSS) T A
O Some as SHIP TC uniess otherwise nored.
L | @uanTiTY | unim STOCK ITEM NUMBER DESCRIPTION ! UNIT PRICE EXTENSION
. . .
N
R v
. f
'
.
.
1 hereby certify upon my own personal knowledge that budgered funds are [PROGRAM/CATEGORY [CODE AND YITLE) . : '
. . b Tt ' n |
availabie for s encumbrance (after T.B.A. No. or B.R. No. J L
ACCOUNTING OFFICER PHONE NO. (AT85) |FuND TITLE TiorTioNaL usEl
- N ITEW CHAPTER STATUTE FISCAL YEAR
{ hereby cectify upon my awn personal knowledge the expenditures " I -
above ore necessary to perform the funclions stated. [
SIGNATURE AND TITLE PHONE NO. (AT58) (OBJECT OF EXPENDITURE [CODE AND TITLE} :
» b D QE D EQuip
1
ENGUMBRANGE ADJUSTMENT UNENGUMBERED REMAINGER AFTER
! hereby outhorize the estimated expenditure above. POSTING AEL-
INCREASE DECREASE s
SIGNATURE AND TITLE PHONE NO. (ATSS} |PROPERTY SURVEY NUMBERS DO FUNCS EXPIRE AT THE END OF F.Y
> — (v [we

STD. 86 (2/84)

TL 350
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SAM - TRANSPORTATION MANAGEMENT

INSTRUCTIONS
(PLEASE READ CAREFULLY)

All Purchase Estimates must be submitted to the Office of Procurement in typed ferm. Only one (1} copy of the Purchase Estimate
is required. To avoid rejection, DO NOT list more than one commoditly group on each Purchase Estimate submitted, Each com-
modity group requires a separate Puichase Estimate.

Adherence to the following specific instructions for completing the Purchase Estimate form will promote timely processing of
each purchase document. Emphasis on neatness and accuracy of Purchase Estimate is most important. ‘

1. DATE PREPARED BY AGENCY - Use the date the Purchase Estimate 1s typed.

2, DELIVERY LOCATION CODE - Circle the appropriate code (only one code may be circled) which corresponds
to the desired delivery location. Refer to the Delivery Location map in the
new statewide Stock Item Catalogue. :

3, PURCHASE ESTIMATE NUMBER - This is a new two-part number designed to eliminate interagency duplication,
As indicated in the space provided, the appropriate Agency Billing Code is to
be provided. The remainder of the Purchase Estimate number provides a
maximum of fourteen (14) positions in which to enter each Agency’s PE num-
ber. The Agency PE number must be entered from left to right.

4. LINE NUMBER - Each page of a Purchase Estimate is limited to a maximum of nine (9) stock

items which must be numbered sequentially beginning with number one (1) on
each page.

5. UNIT - Must be submitted exactly as indicated in the new statewide Stock Item
Catalogue. )

6. STOCK ITEM NUMBERS - Must be submitted exactly as indicated in the new statewide Stock Ttem
Catalogue,

7. DESCRIPTION - Must be submitted exactly in accordance with the description data provided

in the new statewide Stock Item Catalogue, except that additional descriptive
data may be provided,

Completion of all other infommation categories is self-explanatory. It should be noted that all approval signatures and accounting
and fiscal data have been consolidated on the bottom of the form.

TL 350 (3800) A-2 (Cont. 1) FEBRUARY 1995



STATE OF GALIFORNIA

STRAIGHT BILL OF LADING—SHOR

STD 254 {(REV.

SAM — TRANSPORTATION MANAGEMENT

ORIGINAL

ORM—ORIGINAL—Not Negotiable
10-92)

NOTICE:
Shippers of hazardous materials
must enter 24-hour emergency
response telephone number under
““Hazardous Materials Articles.”

RECEIVED, subject to the classifications and tariffs in effect on the date of the issue of this Bilk of Lading,

the property described below, in apparent good order. cacept as noted {contents and condition of contents of packages unknown), marked, consigned, and destined
as indicated below, which said carrier {the word carrier being understood :hrougdnul this contract as mesning any person oz corpoeation in possession of the propes-
ty under the contract) agrees te carry 1o its usual place d“&eimq« at said if en its route, ise to deliver to another carmier on the route to xaid
destination. It is mutually agreed, as to sach carrier of all or any of sald pmperly uver all Ol' an ion of wid route to destination, and as to sach party at any
time interested in all or any of said property, that every service to be mh,ect to all the terms and itions of the Uniform

Straight Bill of Lading set ioﬂh (1) in O[(lan Southern, Western anrllnm Freight Clmimtmm in effect on the date hereof. IF this is a rail or rail-water ship-
ment, o (2} in the applicable motor carrier classification or taniff if this is 2 molor carrier shipment.

Subyect to Section 7 of Conditiors. of
mamnmmm:mum«m

the conugnee withoul recourse on the consipner,
he Consignor Shak sign the follawing statement.

The camier shall nat make delivery of this ship-
ment without payment of freight and a4 other
lwwhul charges.

TC

Shi) hereby certifies that he is {amiliar with all the terms and conditions of the said hill of lading including thase an the back thereal, set forth in the SIGNATURE OF CONSIGNOR
classification or tarilf which governs the transportation of this shipment. and the said terms and conditions are hereby agreed to by the shiper and accepted for
himself and his assigns »
BILL OF LADING/ ROUTE NO.
™ "] | agency cope no.

F pate: T
R IS THIS BILL OF LADING CARRIER NO.
[e) PART OF A MASTER BHL?
M L _I I:l YES (1) D NO {2) sHPR.NO. T T~
§ |—_ _; D TO BE PREPAID
z BALL TO:
N
E
D

(I -

D FREYGHT COLLECT

CARRER NAME OR STATE TRUCK LICENSE NO.

CARRIER FEDERAL EMPLOYER IDENTIFICATION NUMBER

KIND OF PACKAGE, DESCRIPTION OF ARTICLES, SPECIAL MARKS, AND EXCEPTIONS
KGND AND NO. LINE ITEM wT. |CLASS| o
OF HAZARDOUS MATERIALS ARTICLES UNE ITEM | (ot 10 Comeey | O | oot
PACKAGES | £o. 24.hour emergency response, call: CLASS NO. RATE
Ths is 1o entify that the above named materiahs ate properly classfied, described, ked and
o i bl sl e e e ek
of Transportation.
>
TOTAL NO. OF PIECES TOTAL WEIGHT
SHIPPER'S SIGNATURE DATE SHIPPED | DRIVER'S SIGNATURE DATE SHIPPED
» »
ﬂ 72 94831
TL 350 (3800) A-3 FEBRUARY 1995



SAM — TRANSPORTATION MANAGEMENT

MOVING SERVICE AUTHORIZATION
(Employee Household Goods)

STD. 255 (REV.7-04) FMC

PARTI AUTHORIZATION

, a state employee, has been authorized to change his/her

{Name} foanoy

headquarters from 1o

{CAy, Staic} Oy, State)
provisions of the artment of Personne! Administration Regulations. Said em&]:)yee is authorized to contract for the moving of his/her
houeshold goods to the new headquarters Iocation for the account of the State of California; such contract to be in accordance with the terms
set forth below, the provisions of the Department of Personnel Administration Regulations and any other applicable laws. Unless previously
revoked by notice to carrier, this authorization will expire automatically six months from date of issue or on the expiralion date shown below.

Junderthe

STATEAGENCY DATE OF IBSUE
STREET cy EXPIRATION DATE
AUTHORIZING OFFICIAL (Sigristure} AUTHORIZING OFFICIAL - TIILE (Tobs Typsd)

STATE EMPLOYEE (Signaturs)

I hereby agree Io motify my agency and pay sporiation and related
charges on any items prokibited by Section 599.718, as well as charges
which exceed the limils staled in Section 599,719, I undersiand and agree
that such charges may be deducted in full from any and ail funds payable >
by the State to me, including any salary warrani(s) issued to me by the Stake | TMLE
Conltrolier.

PARTII AGREEMENT

The below named carrier agrees to move the household goods of the authorized state employee from

NEW HEADQUARTERS PHONENLUMBER

to commencing said move

on or about . Carrier certifies that s/he has filed a "Uniform Tender of Services and Rates for

Transporting Used Household Goods" withthe California Department of General Services, has beennotified of receipt of the Tender by the State,
and that to the best of his/her knowledge s/he is presently on the eligible list of carriers authorized to move household goods shipments for the
account of the State. Carrier agreestoprovide services inaccordance with the provisions of the Tender, the termns of which are hereby incorpaorated
into this agreement, and to invoice the authorizing slate agency in triplicate for such services al the rates and charges specified in the Tender.

CARRIER FEINNUMBER (Taxpayerl.D. or Socw Securky Number)
CARRIER'SAUTHORIZING OFFICIAL {Signeiure) TALE DATE

INSTRUCTIONS

1. PartI. Authorization, will be completed in quadruplicate by the authorizing official of the state agency ordering the move, and authorized
employee's signature will be obtained in Part I on all copies. Original and two copies will be given 1o authorized employee; fourth copy

retained by the agency.

2. PartIl- Agreement, will be completed in triplicate by the accepting carrier and authorized employee. Original will be retained by the
carrier, duplicate will be retained by the employee, and triplicate will be mailed by the employee direct to the State Traffic Manager, PO,

Box 1010, North Highlands, CA 95660.

3. Billing Instructions to Carrier:

Invoice all charges to , but
mail itemized invoice in triplicate with supporting documents to State Traffic Manager, P.O. Box 1010, North Highlands, CA 95660. Any

required proration of moving charges between the State and the employee will be accomplished by the funding State agency.
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SAM - TRANSPORTATION MANAGEMENT

ET&E OF CALIFSAMIA CCWPLETE 1M TRALCTEIC
CRAIGIMGL T3 FTATE EmP CAFF
OLIALICEATL

MOVING SERVICE AUTHORIZATION, pocer: 1 B

BiD PROPOSAL — MDRILE HOME

=T RES-A RXv 108

PART i “AGTHORIZATION (To be camplered by department
HamE e

DATE OF [S5.E | EFFIRAMCN DAE ™

The sote sraplovee named ohoe has been guthorized 1o change hiséher headguarters s shown bslew, Jnder the prosis ons ob e Dagortment of
Persanrel Administrotes Rigulakens. o emplapze i3 mahsrized 18 donlrsdt Fae the moving of hafhar mobile home for the account of the Etae
ol Ceditnmin, sach copdroct jo be in accordance withy Hee deems sed Forth below and the provizen of Srefinn SPE720, ard any other cpplicoble
letws. Lnless prewsianly revoked, by eolice 1o the semmamial firm, this mulhcrirakion will capic: when indicated above.

FROM

A TE AQERL? T AODRFZE [alresi] (R [slales 1ZIF weda
i

SITZRATLHE BF MUTHORIFING OFFICIAL T'nifie”

!

* UHLESS SPEGPIED ABGVE, THIS AUTHGRILATION Wik EXFRE 31¥ [s) MONTHI FRCM THE BATE OF KSSUE
FART I—EIE PROPOSAL {Te ba complotad by makile home mover)

TTFE &hD S2E OF MCHLE HOWE)

MOT IO CACETZ TIHE TGrA.
DF THL 3FCLE SOV AR D,
I RFRRCE AGRFEF TG mfWE s

Fox AR Cf ST peAT]

AR EMPLOTE .

oF TFE

W—_. Tt o T "|9HGIN LGCa PRI,

@’ oot \LESTIHATION [DCATIGH]

FARY I —GUOTATION FOR SERWICES AT ORKSIN AND DESTIMATION BILLMNG IMSTRUCTEOMS

LABECH TO CISASSEMBLE AMD ASSEMBLE DOATHIEX™™ § LHLE QTAIRWEL -0 UhEA FIMARCE,
T Al CHSACER MCLURNG TIDE  0f o e

HOHAMAY CORETR WL W W T T
AWHIMGE COWH ARD U o ¥

STATE MY “IF CTINPUAETIOR WS SLEME
THE N, IWVOICE 1M MIFLITATT SUBHORTED BY

SLIATIMG WA AMD UF 5 A SIEHM IPGBE COFT OF TR PROMOSAL

ST MUST KT EAMTIED R e R i

TRUCK O TReILER TO “R&rGPOR™ TRAILR CRATK ATTIEIORILS H TATL TEAFRG MARAGIE, CALIMNS DEFWRS

- - B s MFhT CF GIMEWAI SERVEEL FL. BT 1810

NATERIAL [17IMIE W LEMANKS LRI e INCLUGE BELRE, mirs, URLTY SdraiEC- AT ISHILAHDE, S RS, CHARGES HOM
TIOHS, MATIE AL TO JEaL WAOHE HOHE, 215 3

FERMITG WAl BF ONLETED B CCHIRALICH
FAILE TQ ATTLCH [FREIY PHQTD COPES OF
T w AT SERVERD 9 FERSRTS. THARGES SCR ESCOMT SERVICES WY
B DELETRD IF FONTRACTOA Fadl TO WO
Fan T BETWITH ‘whiCk FUOT Caf SIRACMT

PERMIT B 3 WEFE RIQUUNN TR AT “WT| PAGRATE TO
! THE S4PLOATE AHY CMARGS HOT BOHR B°
ESCOMT SERWICES 5 THE $TLTF
1
STORAGE IM TRAMSIT 5
OTHER . . 5

i

T oLl
EOlAL OF ABOVE [ retmeacnons |

VMCLLPES ail LadOR FOR 1. BCMDHINS AMD IERSPALLMNG LRIEWRAL AR COROTICMERS AMD POATHES: T
JHBLCIE I ARG AEMLDCKSG: 5 DSCTHHECTING ARD CONMICTING UTIENCS, o S4UnG AMD OTHH wiown
SEUEILART 10 Mk rokl m LD Bl ROF TRARDFORTATION TR THE HSGHWAYS, AHE 3. FEE GIEY CHANGES Mo
WEMERS WPREAE REUIIFED.
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SAM - TRANSPORTATION MANAGEMENT

(Continued)

STATE CF CALIFORMES,

MOWNG SERVICE AUTHORIZATION,
BD FROPOSAL — MOBILE HOME

3T0. 305-A Ay 1/99 IRCEoe]

HIGHWAY CARRIER

NAWE D ADDORECH D0 AIGFWRY CAREIFE Tar T—riL
WAME ANT ACDRESS O BIDDER_FRET OF TVRE TATE OF 60

SIEM&TURE OF BIDDERS & LTHOETFCr REFEESFRTLTIVE WLCATS STAT TCHTEALTOR S
3R

TLEEHSE H

PEmaaAKE

Reimbursarnent for Movement of o Troiler Cooch

Fur Al mpvarmed 24 4 liailer ceach whizh containg the houvicheld sfac af av officer or employes, end bos served os the smplopess
rasidenca o1 tha prasigus lacotion o the fime of notificotion of relocanion, reimburssment wii he allawed es Frllaws:

1n] For iolls, taxes, chargss, fees or permin Fasd by Mie Stam or local autheriry required “ar the frongeertatiar: ar oiwembly o +-oler coaches
octvally incermed by e smalapme.

(b1 Wwheee {raneporatian of the traller caach i by e employes distonoe may be claimed for o coeewoy g al b sales spesiliad Gn Becien
567030 o 599.531)0) of the Deporiment of Peronnel Administristion Rugulcfions.

{cx For dmarges, nof o sxceed $R0O00, Tor dissssmmbly ond assembly of the broiler cooch, skids, ownings. porch, ond wfhsr mesllondes.
Frommizad wriwepes elubed o dle desolusion o the obd howsehold and, or the =stablihment of dhi reow hauacaal?.

(1) Thrae compeditive bids shall = obtained and reimbarserand shall be For the lzwest bid.
71 Bids in excess af S2,000 requirs Deparment of Porsonrel ddministration approval pror iz lhe meverant of Ike feike ooach.

[y Aeirbunemard receivad usder Sechion SPTHY prechuls, wry sdditioral eimbersement cader Seclon 590715 of the Depertmant of Per
soarvel Aeminisirmiion Regpu kfisas

(4 Excaptiond by Section 56720 mas bo groned by the Brecar of hy Duouttmanl o Forsanael Administration ¥+ bos besn documeneid
thigt ke rcvement of tie braiter czoch was esnducied i fle el sconosicsl dashion gvailable ond thar ®e sotal ced uF snid mesemard dd nak
gegend the prosable cost af mosing and retahaa dapserses Inurrec by o camparohble corventionz; mov.

id] WWhera rrompoertation of He Haike eoerh i by o commergal mohite hom= rmmspartr:

{11 Mook of Ho fresilar caoch st the quoted rote bid by the makile home irgsgioer ineuding parmits ord escort wervices; and

23 Surgge-nmst nat ir sacess of 40 colendae doyi.

of be allowss for:

ie] Reimousszmant w

1) Pachasa ol ports ard mgrials serep: far thoos ikemc necesary bz congly wily minimim recuirenens of e Californsz Admingl il
Code, Tile 25, fhapdar 5.

121 Repuire inckrding fres and ruibes, ond bregs duen in transd.

i# Losk sigziang with mairdonance of “he lrgiler coacl pr For ceparmte ckipmaent of howetoid eflocls by o hoosehnld goads rermier which
comna! b cransporied in ke deailer conch.

|Fy Rodiabursement wilt be allowed for e uctesl cagt siopones by vcucher of rertan ard infalealion of axbs asczsony vocomgply with: Fe
rayitement of Thopt=r 5, &ricle ] i e Cakfomin Yehicle Codw.

woEna
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SAM — TRANSPORTATION MANAGEMENT

STATECFCALIFORNIA
MOVING/RELOCATION EXPENSE
APPROVAL REQUEST

STD. 256 [REV. 9-54)

INSTRUCTIONS
1. Reguest myust be complete and legible.

2. Noclaimwill be considerad unless it is first processed by the
agency headquarters office and signed by authorized staff,

CEAIMANT'S NAME CLAIMANT'S WORK TELEPHONE NUMBER caiD
REQUESTING AGENCY NAME REQUESTINGAGENCY ADDRESS
PERIQDFOR WHICH THE EXCEPTION ISREQUESTED | TOTAL REQUESTED AGENCY CONTACT PERGON TELEPHONENUMBER

$

CHECK ONE, GIVE EXPLANATION BELOW, AND ATTACH REQUIRED INFORMA TION'DOCUMENTS

[]1. EXCESSMOVING WEIGHT ALLOWANCE. (Household sfiects in excess of the maximum allowance (11,000 1bs.} requires appointing power
appreval) See Depariment of Personnel Administration (DPA) Rule 599.719, Section 3823 of the State Adminisirative Manual (SAM) and DFA
delegations. EXCESS WEIGHT OVER 23,000 L BS. REQUIRES DPA APPROVAL.

A. Legible copy of carrier’s estimate of moving weight and D. Size of family to be moved.
costs--front and back with notations of items to be moved. E. Reasonfor axiraweight (describe hobbies, heavy furniture,
B. W estimated weight is aver 15,000 lbs., send legible copy of large library, etc.).

Inventory of Household Goods after move oceurs.

F. What efforts were made to reduce the weight?

C. Copyof weighmaster's certilicate or carrier's bill showing G. Additional information that might have a dirsct bearing on the

totalweight of household goods (if appropriate).

case

I:] 2. ADDITIONAL RELOCATION ALLOWANCE. (Relocation allowance in excess of 60 days.) DPA Rule 599.721 or 599.722 and Section 3830 of SAM.

Requires DPA spproval.

A Dateof transter notification and actual transfer date. E. Exactly whete is the employee currently residing? (Provide

B. Actual perdiemclaimedio date.
C. Beginningandending dates.
D. Whataretheunusualcircumstances?

name and address.)
F. Listthe employee's anticipated daily sxpenses.
G Tola!costofadditional relocation.

L__] 3. ADDITIONAL STORAGE. (Slorage allowance in excess of 80 days.) DPA Rule 599.719 and Saction 3624 of SAM. Requires DPA spproval.

A, Dategoods ware stored.
B. Additionaldaysrequesisd.
C. Transferdateof employee.

D. Housing circumstances of the employee and his/her family
during the period of storaga.

E. Reasonwhy requestis being tendersd.

F. Costofadditionalstorage.

D 4. SIX-MONTHEXTENSION FOR THE SALE OF THE OLD RESIDENCE. (Applies te represented employees only.) DPA Rule 599.716. Requirea

departmenital approval.

A.  Dateoftransfer notification
B. Actualtransferdate.

C. Datethe residence was placed on the market
D. Efforts made te sell residence during the cne-year period

aftertransfer.
[[]5 OTHER (Specify)
EXPLAMATION ON [ more spac dodl, use ravarss)
Compleie, initial, and dale the following certification:
lceriily that no articles prohibited by DPA Rule 599. 718 are included in the estimatedtotai weightof ________ lbs. Permission is req d fo includy
Ios. of axcess weightt. Indiad Dats
. _ L | CLAMANT'S SIGNATURE DATE SIGNED
1 cartify that the above information is true and cofrect | gz
AGENMCY HEADOUARTERS APPROVAL TITLE DATE APPROVEG TELEPHOMENUMBER
&
GEPARTMENT OF PERSONNEL ADMMIST RATIONAPPROVAL TITLE DATE SIGNED
&
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